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1 ,Arpitcstion Date - ) INSTRUCTIONS: Se¢ weparate instructions for completion of i FOR RECGRADS """"3“5"'“"15'"5! o
Front and reverse af thig form. Sign orzgtul and two copice ?‘" Pecetved ","“c'“'m Ro. Date Completed

Records Nanagement Officer.

3 AGENCY, Divisicn, Subdivision & Administering Office Addresn Ferason to Coptact
.

Office of the Governor :
Executive Department . ' Marge Williams

2 -Alcncy'lvpllcn.lun Tc. wd forward to Dcpartwlnf of Archives and Ristory, lttﬂltmﬂ EB 2 1 1975 7 5— 6q MAR - 5 1975

Office of Spectal Affairs

Room 104 Capitﬂl Bldg. - . S_Nnrlltln' Title ,tel. oo
Atlanta, Ga. 30334 656-1794 —d
“ACTION REOQUESTED — . e e
7. ION REQUESTED - -
gj ESTABLISH DISPOSITION STANDARD; [] DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHBER ACCUMULATION ANTICIPATED.
§ Earliest & Latest |9.Exact Series, Title T
Dates of Series Governor's
1971 to date Intern Personnel Files

L0« yhat is the function of the office in which this record series is created?

The Governor's Office of Special Affairs is responsible for providing
assistance and support to the Governor, The Office acts as liaison
with consumer affairs organizations, the Southern Growth Policies
Board state "agencies, and county and municipal governments, and
provides technical assistance and eXpertise to these organizations,
The Office also administers the Governor's Intern Program by recruit-
ing students to provide short-term project—oriented assistance to
organizations and agencies.
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11 . This file contains the following documents (include form numbers and titles, if any,
and file arrangement). .
Documents relating te: Maintaining backgrouﬁd information on each intern.
Included are: Personnel folders for each intern containing (1) appli-
cation for participation int the program, (2) internship appointment
zand aceceptdnce form, (3) project outline guides, (4) copies of
transmittal memo accompanying stipend payments and (5) related
correspondence and other décuments,
File ig arranged: Chronologically by academic quarter; thereunder
alphabetically by name of intern.
ATTACH SAMPLES OF THE FILE
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QUESTIONNAIRE Place oo “2" 1n the proper ccluar. If ansver 1a "YES,”™ please explain YES NO
13. Is this the Record Copy of the series? x] []
14, Is there a duplication of this series in another office or agency? [ 1 ]
15. Is the information contained in this series ever summarlzed or published? { ] [x]
Attach copy of summary or publication. - - -

16. Does the serieés contain classified information® requlrlng securlty handllng° . 'l Ix]
17. Does the series initiate, amend or terminate agency policies andiprobedﬁres? 1 [x]
18. Could the function be performed if the files were lost or destroyed? [x1 [ 1]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x]
20. Does the record series provide data as input to an EDP file? {1 [x]
2l. Does the record series contain documentation produced as EDP printout? [ 1 Ix]
x]

22. Has the Federal Government issued 1nstruct10ns governlng the retention/dispo- [ ]
sition of these files? _ - e .

o . . L. - _ _ . . . . . - ~

23. Will there be a need for these records 10, 15 years from now? Ii yes, what? - [ ]

24. REQUIREMENTS. The following requires ‘the flles to be kept_ 8 __years: ’

a.[]JSTATE - b.[]STATUIE OF «c.[]AUDIT  4.[]FEDERAL e. [;aAmIIerQT%"‘TVE f.[ JHISTORICAL
LAW - LIMITATION PERIOD LAW : DECTSIOH T VATIE
(Cite Law, Statute, or other reason for the retention rogquivament!
Prospective employers will need verification that applicants
worked in Governor's Intern Program,

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off &t the end
of each -XXCALENDAR YEAR ~[]FISCAL YEAR -[]OTHER ,then:

fx] Hold in the current files area - month(s)/ year(s):

[x] Transfer to k ] State Records Center [ ] Local Holdlng Area; hold_ yvear(s):
] Destroy.

[ ] Transfer to State Archives for permanent retention.
{ ] Destroy immediately after cut-off.

[ ] other: (Spec1fy)

Date

OTHER REQUIRED SIGNATURES DATE

56. Recommendations [Agency Head/Designee ' } Ajij [if/ 1
in paragraph 25 Approved Disapproved — k/é/.»— 2°2)-23

are: Auditor/Designee i
f/]/:pproved [ ] Disapproved M\ Al \y 4 "NA o~ 1-256<]

[STATE RECORDS ecretaldCaf State/Designee

COMMITTEE e /1 Ap n‘w {d Disapproved @Awu-(é ' y 2-29.75
%i?f’ General/Designee ;
Approved Disapproved M/(TZJJ«(‘ 3—5’-




